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ADMINISTRATION FOR CHILDREN AND FAMILIES
PERSONAL PROPERTY MANAGEMENT GUIDE

1. INTRODUCTION

This reference guide is for the Adm nistration for Children and
Fam |ies (ACF) personnel who are assigned Property Custodi al
Oficer (PCO duties. The PCOs are responsible for ACF having a
successful personal property program The guide is designed to
sinplify the PCOs job as nuch as possible. It contains
instructions and answers to many commonly asked property
managenent questions. The guide, when properly used, wll

achi eve a greater degree of efficiency and effectiveness for the
overall success of ACF s property nmanagenent system

For additional information contact the O fice of Adm nistrative
Services and Facilities Managenent (QASFM at (202) 401-9300.

11. REFERENCES AND REQUIREMENTS

Audi ting and Accounting Act of 1950 (Title 31, U S.C.)
Chief Financial Oficers Act of 1990 (P.L. 101-576)
The Federal Regul ations (FR)
U S. Departnent of Health and Human Services (DHHS):

Accounting Manual, Chapter 1-30

Logi stics Managenent Manual (LMV)

Property Custodial Oficer's Cuide

January 1994 Final Report "Eval uation and

Measurenent in DHHS Personal Property Managenent Prograns”

Federal Acquisition Regul ations (FAR)
Federal | nformation Resources Managenent Regul ations (Fl RVR)
Federal Managers' Financial Integrity Act of 1982 (FM-IA)
Federal Property and Adm nistrative Services Act of 1949 (FPASA)
Federal Property Managenent Regul ati ons ( FPVR)
General Accounting Ofice Title 2 (GAO Title 2) Mnua
Publ i c Law 84-863 (Financial Accounting Act of 1956) (FAA)

111. ACCOUNTABILITY

Account abl e personal property consists of property with an

acqui sition value of $50.00 or nore, useful |ife expectancy of
nore than two years, sensitive itens, and | eased property w thout
regard to val ue.
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Accounting for ACF s personal property neans to provide
accounting for personal property, records of purchase receipts,
inventory records, |ocation of property, and report al

unrequi red property.

IV. AUTHORITIES

The Adm nistrator of the General Services Admi nistration (GSA) is
aut hori zed to prescribe regulations, policies and procedures
pertaining to property managenent by the Federal Property and
Adm ni strative Services Act of 1949. He has delegated this
authority to the Secretary of the Departnent of Health and Human
Services (HHS), who has redelegated this authority down through
the organi zational levels to the Property Managenment O ficers
(PMO). The PMO for ACF is the Director of the Ofice of

Adm ni strative Service and Facilities Managenent (OASFM .

V. RESPONSIBILITIES

The Ofice of Adm nistrative Services and Facilities Managenent
(OASFM is responsible for managi ng ACF' s personal property
program

Property Management Officer (PMO)- The PMO is generally not
involved in the day-to-day operational activities of property
managenent. The PMO coordinates with the Property Accountabl e
Oficer (PAO and Property Uilization Oficer (PUO to assure
proper utilization for an overall effective and econom cal
programto include the foll ow ng:

o] Provi des | eadershi p, and guidance in the proper accounting,
utilization, care, and disposal of property;

o] Assures that property accountability records are reconciled
by periodic inventories of property;

o] Assures the establishment of policies and procedures
satisfying the requirenents of the HHS s Logi stic Managenent
Manual (LMM and the various |laws and regul ati ons referenced
t herei n;

o] Ensures that proposed acquisitions are reviewed to avoid
duplication of property and to enforce reutilization;

o] Ensures the establishnment and devel opnent of a training
program of property managenent for the PAO, PCO and PUG
and
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o] Provi des technical advice and assi stance to conponents on
matters pertaining to | ogistics managenent and serves as the
point of reference with the Departnent and external agencies
on logistics matters.

Property Accountable Officer (PAO)- The PAO supports the
execution of the responsibilities assigned to the PMO.  The PAO
works in concert with ACF's offices to coordinate reutilization
of property to assure effective and econom cal service in neeting
operating needs. The PAO s responsibilities include, but are not
l[imted to the foll ow ng:

0 Ensures effective adm nistrati on and mai nt enance of a
property accountability and control systemw thin ACF;

o] Ensures that the PCOs have up to date records of the
property for which they are responsi bl e;

0] Ensures that physical inventories are taken, and that survey
reports for |ost, damaged, or destroyed properties are
pronptly prepared and processed;

o] Provi des reports as necessary to provide indicators of
status, success, and/or weaknesses in the property
management program

0 Provi des | eadership and guidance in the proper utilization
and di sposal of property; and

o] Provi des property passes when property is noved from one
| ocation to other.

Property Utilization Officer (PUO)- The PUO supports the
execution of the responsibilities assigned to the PMO. The PUO
works in concert with ACF's offices to coordinate reutilization
of property to assure effective and econom cal service in neeting
operating needs. The PUO s responsibilities include, but are not
l[imted to the foll ow ng:

0 Ensures effective adm nistrati on and mai nt enance of a
property accountability and control systemw thin ACF;

o] Provi des | eadership and guidance in the proper utilization
and di sposal of property;

o] Provi des reports as necessary to provide indicators of
status, success, and/or weaknesses in the property
management program
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o] Provi des docunentation pertaining to excessing, transferring
and ot her novenent of property; and

o] Provi des property passes when property is noved from one
| ocation to other.

Property Custodial Officer (PCO)- The PCOs ensures that al
personal property assigned to their property custodial area is
inventoried. The PCO s responsibilities include, but are not
l[imted to the foll ow ng:

o] Provi des inspections of the property to insure that al
itens are avail able, working, and performtheir intended
functions;

o] Provi des accountability for the novenent of all property

Wi th proper docunmentation. No property should be noved from
one |l ocation to another w thout proper docunentation;

o] Provi des docunentation pertaining to excessing, transferring
and ot her novenent of property;

o] Ensures and provi des adequate count and description of all
personal property assigned to the property custodi al area;

o] Provi des property passes when property is noved fromtheir
custodial location for a tenporary period. This could occur
for repair of property or enployees taking property honme for
of ficial use; and

o] Provides a joint inventory of property with the PAOto
verify the accuracy of the property in your custodial area.

Employee - All enployees are responsible for the proper use,
mai nt enance and protection of the personal property entrusted to
their possession.

V. DEFINITIONS

Account able Area: An area specifically defined by organizational
or geographic limts which is assigned to a designated property
accountable officer. It is larger than a property custodi al area
and mai ntai ns accountable records for a nunber of property
custodi al areas which have physical responsibility for personal
property. The accountable areas for ACF are the Central and

Regi onal O fi cers.
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Account abl e Property: Itens of Governnment which have an aggregate
acqui sition cost of $50.00 or nore or are considered to be of a
sensitive nature (highly susceptible to theft or msuse). (This
definition pertains to the itenms which will appear on the
Property Custodial Area's Inventory, it is not to say that since
an itemis not accountable by this definition that it is not
inportant to the Governnent). These i1tems must be bar-coded and
inventoried.

Custodial Area: A smaller property area designed to maintain a
physi cal accountability of property is assisted to a PCO ACF s
custodi al areas are each office wthin ACF.

Equi prent: An article of personal property that is conplete in
itself, is of durable nature, with an expected life of one year
or nore, and does not ordinarily lose its identity or becone a
conponent of another article when put into use.

o] Capitalized Equi pnment: Nonexpendabl e personal property
that has a unit acquisition cost of $25,000 or nore,
i ncl udi ng accessories, transportation costs, and
installation costs.

o] Noncapi tal i zed Equi pnent: Nonexpendabl e personal property
that has a unit acquisition cost under $50.00, including
accessories, transportation costs, and installation costs.

o] Lease/ Rental Equipnent: Al property/equipnment that is
| eased or rented by an ACF conponent. All conponents
shall maintain a record on each itemor group of
identical itenms | eased/rented.

Excess Personal Property: Personal property that is no |onger
required by ACF, or by any other agency of HHS and, therefore, is
avai l able for transfer to other Federal departnents and agenci es.

Furniture: should be bar-corded and entered into the inventory
data system Inventory records should reflect total nunbers of
each type of furniture and will be keyed individually.

Nonaccount abl e Property: All personal property costing |less than
$50. 00 (except sensitive itenms). Nonaccountable property need
not be inventoried once the itemis issued or placed in use
(Note: the fact that an item of personal property is not
inventoried does not inply that a | ow cost item does not have to
be controlled or that it can be thrown away when no | onger

needed.
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o] Al "unrequired property" (no |onger needed property) nust
be reported through property managenent channels for
reutilization or disposal.

Personal Property: Governnent property of any kind or interest
therein, except real property and records, of the Federal
Gover nnent .

Physi cal Inventory: A physical identification and count of al
account abl e personal property. A certification of accuracy of
the inventory will be required of each PCO

Precious Metals: Any item piece, or part, nmade of platinum
gold, or silver.

Property Accountable Oficer (PAO: An officer or enployee

desi gnated by proper authority to have operational accountability
for the personal property charged to his/her accountabl e area.

He/ she is responsible for the determ nation and definition of
property custodial areas within the accountable area; assuring
that the Property Custodial Oficer has been given an inventory
list and all other current records; that physical inventories are
taken; and that survey reports of |ost, damaged, or destroyed
property are pronptly prepared and processed. This individual is
designated in witing simlarly to the manner in which the
Property Custodial Oficers are designated.

Property Accountability: This is a function to account for
personal property by using appropriate docunentation of al
transactions which affect personal property on-hand, received,
and di sposed of by an organization. This process is carried out
by Property Accountable Oficers. It is not direct physical
responsibility for the property reflected in those records. It
means that a record of receipt, issue, use and disposal of each
item of property nust be maintained. The physical control of
that property is assigned to the Property Custodial Oficer

t hrough proper docunentati on.

Property Custodial Oficer (PCO: An enployee who is designated
by established authority to be responsible for the proper

physi cal use, issuance, maintenance, and protection of personal
property charged to their custodial area. This includes
processi ng appropriate paperwork. Also his/her responsibility
corresponds with the Standards of Conduct which refers to the
fact that Government equipnent is for Governnment use. It is up
to the PCOto assure that the equipnent is properly being used by
the programfor its intended use and that the equipnent is in
proper wor ki ng order.
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Property Managenent O ficer (PMJ): An officer who oversees the
Property Accountable Oficers. The PMO usually provides and
determ nes the proper interpretation and direction of the Federal
and HHS regul ati ons invol ving governnent property. The PMO al so
provi des adm ni stration and nmai ntenance of an effective property
accountability and control system provides adequate training and
instruction for the PCO reconciles the property and financi al
records, and conducts periodic evaluations on the performance and
ef fecti veness of the | ogistic managenent system He/she may al so
be responsible for notor vehicle managenent, warehousi ng and
suppl i es.

Property Utilization Oficer (PUO: An officer or enployee

desi gnated by proper authority to have operational accountability
for the personal property charged to his/her accountabl e area.

He/ she is responsible for the processing of the appropriate
paperwork for property managenent.

Sensitive Equi pnent: Any item of personal property that has a
hi gh degree of personal appeal, is portable, and susceptible to
theft.

GOVERNMENT PROPERTY TO BE CLASSIFIED AS
SENSITIVE EQUIPMENT REGARDLESS OF DOLLAR VALUE

-Bar Code Readers/ Scanners

-Cal cul ators (greater than $50)

- Caneras and Lenses

- Carpenter and Mechanic's Tool s

- Copyi ng Machi nes

-Hand Tools, Power (greater than $50)

-M crowave Ovens

- Modens (External Only)

- Pagers

- Paper Shredders

- Personal Conputers

-Printers

-Projectors (slide, notion picture, overhead, etc.)

-Refrigerators

- Recorders/ Pl ayers, Tape/ Vi deo/ St ereo/ Conpact Disc, etc.
(greater than $50)

- Tel ecopi ers

- Tel ephones (i ncluding portable or cordl ess)

- Tel ephone answeri ng nmachi nes

- Tel evision Sets

-Typewriters

Trade-in: A unit of accountable personal property turned over to
a vendor when purchasing a new unit of accountabl e personal
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property of simlar description, where the ACF receives value in
the formof a discount on the purchase.

Unrequired Personal Property: Personal property that is no
| onger needed.

Warranty: A witten guarantee of the integrity of a product and
of the manufacturer's responsibility for the repair or
repl acenent of defective parts.

V1. REPORTING FORMS

The following forns are currently used for property managenent
control

Form HHS-22 Request for Property Action [Rev. 8/93]
transfer property
report new property
excess property

For m HHS- 342 Report of Survey [Rev. 1/76]
report of |ost property
report of stolen property
report of dammged property
report of mssing property

Form HHS- 365 | nventory Adjustnent [Rev. 12/80]
add property
excess property

For m HHS- 393 Purchase/ Servi ce/ Stock Requisition [Rev. 6/90]
acqui sition process for purchases

Form HHS- 419 C earance of Enpl oyees For Separation or Transfer
[ Rev. 7/90]

Form HHS- 439 Personal Custody Property Record/ Hand Recei pt
[ Rev. 7/83]
user sign for the property
track property on hand

HHS- 679 or OF-7 Property Pass [Rev. 11/86]
removal of personal property fromthe buil ding

V11. PROCEDURES

The PCO shall be responsible for all property in the accountable
area by ensuring adequate tracking records, maintain inventory,
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assure proper use and nai ntenance of property. The PCO works
closely with the PAO to obtain direction and gui dance.

The foll ow ng tracking records nust be maintained by the PCO and
the PAO to support the m ssion of the organization

o] Property recordkeeping of the property shall be conti nuous
fromthe original request for property to the transfer or
di sposal of property;

o] The records nust show the | ocation of accountable property,
acqui sition cost, description, manufacturer's name, seri al
nunber, and the assi gned enpl oyee;

o] Acqui sition records consist of either a copy of the purchase
order or a copy of the I MPACT Credit Card charge receipts.
Copi es of purchase receipts nust be maintained for the
duration of property life cycle;

0] A yearly physical inventory and recordkeeping verification
must be conducted by the PCO and PAO. In addition, a
physi cal inventory nust be nmade at the tinme of a newy
assi gned PCQO

o] Al |l accountabl e personal property nust be identified with a
bar-code. Additional bar-codes are provided by the PAG

o] The inventory data base system nust be updated at the tine
new y acquired property is bar-coded;

o] Di sposabl e property nust be reported on a Form HHS- 22,
forwarded to OASFM and should can only be renmoved fromthe
inventory data base system by the PAO and t he PUQ.

INVENTORY

The inventory data base systemis naintained by the PCO, PUO and
PCO using the follow ng information

A physical inventory is necessary to verify the accuracy of
records to reflect the |location and status of personal property.
The frequency of physical inventories, which may be taken on a
cyclical basis over a period of tine, should be determ ned on the
basis of such factors as nature and val ue of the property.

ACF' s inventory data base nmust be updated at the tine of al
action. The PCOs should nake the necessary changes that occur in
their custodial area. The PUO shoul d nake the necessary changes
that occur in the reutilization of property. The follow ng
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information |listed below are the fields that are used to track

property.

FORVAT LI STI NG FOR MAI NTAI NI NG
DATA BASE | NVENTORY SYSTEM

ACF Bar code Nunber:

Descri ption:

Manuf act ur er:
Model Number:
Serial Nunmber:

Current Cost:

Organi zati on Code:

Purchase Order Nunber:

Transaction Code (TO):

Acqui sition Date:
Enpl oyee User:

Property Locati on:

Serial nunber to be affixed to
account abl e personal property by the PCO

Property item

Property manufacturer

Assi gned by the property manufacturer
Assi gned by the property manufacturer
Acqui sition cost of equipnment (includes
shi pping and installation charges on new
pur chases, cost increases and cost

decr eases)

A digit code assigned to each
account abl e area

ot ai ned fromthe HHS- 393

Al phabeti cal codes assigned to each
record indicating the type of action
taken for exanple (A-action and T-
transfer)

Del i very day of possession

Enpl oyee nane

| dentify ACF' s conponent, division,
bui |l di ng, floor, and/or room nunber

Conmponents may coll ect any ot her data determ ned necessary to

properly manage and account for personal property.

In addition

conponents should refer to LMV 103-27.5203.

ACQUISITION METHODS

HHS For m HHS- 393 Per sonal

Property Purchase/ Servi ces/ St ock

Requi sition is conpleted for small property purchases.

The form

is approved for property availability in OASFM and processed in
the Division of Acquisitions Managenent.
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IMPACT GOVERNMENT CREDIT CARD

A copy of accountable property purchase receipts valued at $50 or
greater nust be forwarded to OASFM and a copy nust be mai ntai ned
in the custodi al area.

PROPERTY ACTION

Property Passes Form HHS-679/0F-7 are used to nove account abl e
property fromcustodial areas in and out of buildings.

o] The PMO, PAO, PUO, and PCO are authorized to sign property
passes.

o] Enpl oyees are required to obtain the Form HHS- 679 or
OF-7 to nove property fromthe buil ding.

o] Aut hori zed non- ACF enpl oyees whose work requires the
removal of property (such as office machi ne service
per sonnel ).

o] A PMO, PAO, PUO, and PCO are not authorized to sign
Form HHS- 679 or OF-7 for their own renoval of property.

o] The PMO, PAO or PUO nust clear exiting enployees for
property accountability by initialing Form HHS-419.

USAGE FOR REPORT OF SURVEY

The followi ng are reasons to conplete a Report of Survey Form
HHS- 342:

o] Any enpl oyee who detects or suspects |loss or theft of
accountabl e property nust imedi ately report it to the
supervi sor and QCASFM

o] A supervisor or PCO nust nmeke a prelimnary
i nvestigation of unaccountable property. If the
property cannot be |ocated, the supervisor nust
conplete a Form HHS-342 and forward to QASFM

o] In cases of inventory shortages, damaged or
unintentionally destroyed property, the PCO nust
conplete a Form HHS-342 and forward to OQASFM and

o] O her OPDIV unrequired property nust be reported on Form
HHS- 342 and forward to QASFM

UTILIZATION AND DISPOSAL
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PAGCs shall routinely review property usage with the PCOto insure
maxi mum property benefit.

o] Unrequired property no longer utilized by enpl oyees nust be
reported on Form HHS-22 and forwarded to OASFM for di sposal

o] Transferring property to another OPDIV and ot her agencies
must be reported on Form HHS-22 and forwarded to OASFM

o] Donat ed property must be channel ed t hrough OQASFM  However
t he Program Support Center (PSC) controls all HHS s property
donati ons.

o] Di sposal Codes Needed to Conpl ete Form HHS- 22

- Unused - Good
- Unused - Fair
- Unused - Poor
Used - Good
- Used - Fair
- Used - Poor
- Repairs required - Good [15% of actual cost or
| ess]
- Repairs required - Fair [16-40% of actual cost or
| ess]
- Repairs required - Poor [41-65% of actual cost or
| ess]
Sal vage
- Scrap
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